How To Change Your TTE Password

1. Loginto TTE
2. Click on Profile

My Concur | Request  Trawvel Expense Reporting  Administration Profile

Trip List
Book and add a rental car Trip Mame{Destription Status Start Date End Date Adti
servation to your itinerary.
Mo records found.
Active Work

Requests (0) | Expense Reports (1)

3. Click on Change Password

A )

Georgia

My Concur  Request  Travel Expense  Reporing  Administration | Profile

Personal Information | Change Password | Systern Settings  Mobile Registration

4. Enter your current password in the Old Password field

A @

Georgia
My Concur  Request  Trawel Expense Reporting  Administration Profile
Persanal Inforrmation  Change Password — System Settings  Mobile Registration
My Profile Change Password
Your Information & password must be at least 7 characters, It can contain numbers [0-9), upper and lower case charackers [&-Z, a-7), and symboals [such as *26Y@s#], It cannot contain spaces, Al
fields are|
Personal Information
Company Infarmation Mote: Pa: € case sensitive.
Conkact Information
Email Addresses This will change your password for all Concur products.
Emergency Contact
Credit Cards
Old Password Mewy Passward Re-enter Mews Password

Travel Settings ‘

Travel Preferences
International Travel
Frequent-Traveler Programs

) Password Hint fae will email this to yow if you forget your password)]
Assistantsfarrangers

Request Settings

Request Infarmation
Request Delegates
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5. Enter your new password in the New Password field

a.

b.

NOTE: Your password must be at least 7 characters. It can contain numbers
(0-9), upper and lower case characters (A-Z, a-z), and symbols (such as
op*@#). You cannot use spaces.

As you enter your password you will see an indicator of the strength
(security) of your password.

My Concur  Request

Personal Information

My Profile
Your Information

Personal Information
Company Information
Contact Information
Email Addresses
Emergency Contack
Credit Cards

Travel Settings

Travel Preferences
International Travel
Frequent-Traveler Programs
Assiskanksiarrangers
Request Settings

Reequest Information
Reequest Delegates

Change Password

«

Geof‘gm

Travel Expense  Reporting  Administration | Profile

Systern Settings  Mobile Registration

Change Password

A password must be at least T characters, It can ©
fields are required.

bers [0-9], upper and lower case charackers [A-Z, 3-2), and symbols [such as ~%*@#), It cannot contain spaces, All

Mote: Passwords are case sensitive.

15 wiill change your password for all Concur products,

Old Password Iewy Passweord Re-enter Mew Password

Strong

Passwiord Hint fwee will email this to you if wou forget your password]

6. Enter your new password again in the Re-enter New Password field.

a.

You must type the password in New Password and Re-enter New Password
exactly the same or it will not submit.

You must complete all three fields — Old Password. New Password and Re-
enter New Password

My Concur  Request

Personal Information

My Profile
Your Information

Personal Infarmation
Caompany Information
Contact Information
Email Addresses
Emergency Contact
Credit Cards

Travel Settings

Travel Preferences
International Travel
Frequent-Trawveler Programs
AssistantslArrangers
Request Settings

Reequest Information
Reequest Delegates
Reequest Freferences
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Change Password  Systern Settings

Feguest Approvers
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Travel Expense  Reporting  Administration | Profile

tdobile Registration

Change Password
A password must be at least 7 characters. It can contain numbers [0-9), upper and lower case 7, a2, and symbals [such as A%Y@#), It cannot contain spaces. All

fields are required,

Mote: Passwords are case sensitive.

This will change your password fo oducks,

Old Password Mews Password Re-enter New Password

strong

Passwword Hint fwe will email this to you if you farget your passward)

State Accounting Office VersionDate: 09/11/13

Atlanta, Georgia 30334



7. If you entered a Password Hint previously you should change it. If you have never
entered a Password Hint, it is important to do so now. The Password Hint allows you
access to TTE if you forget the password — without calling support. If you do not have
a hint and you forget your password, the only remedy is to contact your Agency Local

Travel Administrator.

The Password Hint is not a question to answer. The hint should be something to help
you remember your password. For example, if your password is the make and year of

your first car (1966Chevy) you might enter “What was my first car?”.

The TTE system will automatically email the hint if you select the Forgot Password link
on the TTE Login page. The hint will be sent to the email address you have registered

in Profile, Email Addresses.

Enter the hint in the Password Hint field.

My Concur  Request Travel Expense Reporting  Administration | Profile

Personal Information  Change Password — Sypstern Settings  Mobile Registration

My Profile Change Password

Your Information

fields are required,
Persanal Information

Company Information
Cantact Information

Mote: Passwords are case sensitive.

Email Addresses
Emergency Contack
Credit Cards

This will change your password for all Concur products.

Qld Passwiord Mew Passwiord Re-enter Mew Password

Travel Settings

Travel Preferences
International Travel
Frequent-Traveler Programs

Assistants|Arrangers

Strong

Passward Hint fuee will email this to vou if you forget your password)

What was my first car?
Request Settings

Request Information
Request Delegates

& password must be at least ¥ characters, It can contain numbers [0-9), upper and lower case characters [2-7, a-z], and symbols [such as ~%*@#]. It cannot contain spaces, All

Reﬁuast Preferences

8. Click Submit.

My Concur  Request  Travel Expense  Reporting  Administration | Profile

Personal Information  Change Password  Systern Settings  Mohile Registration

My Profile Change Password
Your Information
fields are required,
Personal Information

Company Information Mote: Passwords are case sensitive.

Cantact Information

Email Addresses Thiz will change your passward for all Concur producks,

Emergency Contack

Credit Cards

Old Password hewr Password Re-enter hews Password

Travel Settings
Travel Preferences
International Travel Strong
Frequent-Traveler Programs

) Passwword Hint fwee will email this to you if you forget your password)
Assistants/Arrangers

What was my first car?
Request Settings

Reequest Information
Request Delegates

& password must be at least 7 characters, It can contain numbers (0-9), upper and lower case characters [&-Z, a-z), and symbols (such as A*@#), Ik cannot contain spaces, Al
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